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When reassigning the account administrator role for your Supplier network account, 
there are two different routes you can take. If you are the administrator or have 
access to the administrator’s email address, you will use Option 1. If your account 
administrator left your organization or you do not have access for other reasons, you 
will have to work through Option 2 with the help of Ariba support.  

Option 1: Logging in as current Account Administrator 
 

1. Login to the SAP Business Network: http://supplier.ariba.com. 

 

2. Access the Company Settings menu by clicking your initials in the top righthand 
corner and Select Setting > Users. 

 

http://supplier.ariba.com/
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3. Select the Manage Users tab. 

4. Select the user you want to make the administrator by checking the box next to the 
username Open the actions menu (1), and select Make Administrator (2). 
 

 

5. This will assign a new role to the exiting administrator and log you out of your 
account. You can double check that the change was successful by having the 
administrator login or by logging back in and clicking your initials then clicking 
“Contact Administrator.”  
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Option 2: Unable to Access Ariba 
 

1. Go to supplier.ariba.com, then click the question mark in the top righthand corner. 

 

2. Next, you will click “Contact Us” near the top of your screen. 

 
 

3. Next, you will select “Account Help.” 
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4. After selecting “Account Help” you will given a couple options. Select 

“Reassign/transfer account admin.” 

 

5. The system will give you a couple options, discussed previously. Next, we will hit 
“Create a Case” to start your support ticket with Ariba. 

 

 
6. When creating a case, important information to have available is as follows: 

Organization name, email address and user ID of current account administrator, 
Ariba Network ID (ANID) of your company’s Ariba account and contact info for 
Ariba support to contact you at (email and phone number). Make sure to complete 
all required fields, this will be shown with a red asterisk.  
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Once you complete this form, you will click “One Last Step” to submit the ticket to 
Ariba, on this next screen you will select how you would like Ariba support to 
contact you. 
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